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The purpose of the Quick Reference Guide for Direct Data Entry On-Boarding is to provide the Senior Prescribing 
Authority and Legal Signature Authority (if needed) with step-by-step instructions on the on-boarding process. If 
questions or concerns should arise during the on-boarding process, contact the help desk at 866-439-4082 (select option 
2, Immunization Registry). 
 
 

 

The senior prescribing authority must have a SCI PAS account to proceed. If the senior prescribing 
authority does not have a SCI PAS account, please select and print the Quick Reference Guide for 
Establishing a New Account on the SCI PAS home page (https://www.scdhec.gov/scipas) and follow 
the step-by-step instructions to establish a new account. 

 

 

Logging into SCI PAS 
 

 

 

 

 

 

 

 

 

 

 

  

To begin the on-boarding enrollment 
process for Direct Data Entry with an 
existing SCI PAS account, Senior 
Prescribing Authority should go to:  
 

https://www.scdhec.gov/scipas 
 

 

 
Senior Prescribing Authority should enter 
Username and Password. Click LOGIN. 
 

If Senior Prescribing Authority does not 
remember Username and Password, please 
contact the Help Desk at 866-439-4082 
(select option 2, Immunization Registry) for 
assistance.  

https://www.scdhec.gov/scipas
https://www.scdhec.gov/scipas
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Navigating to Registry Status Tab 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click REGISTRY 
STATUS tab. 
 

Senior Prescribing Authority should 
navigate to the Registry Status Tab, 
click ACCOUNT tab. 
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SC Immunization Registry Terms of Use, Form  DHEC 0867 
 

 

 

 

 

 

 

 

 

The Senior Prescribing Authority 
must read the South Carolina 
Immunization Registry Terms of 
Use.  
 

The Senior Prescribing Authority 
must complete all required 
elements of the Terms of Use. 
 

 

ON-BOARDING STEP 1: 
 

Click on FORM DHEC 0867 to complete 
the South Carolina Immunization 
Registry Terms of Use. This is a legal 
document. The Senior Prescribing 
Authority must complete the form.  
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The Senior Prescribing Authority must 
indicate agreement with Certification 
and Acceptance by checking each 
“Agree” box. 

The Senior Prescribing Authority 
must indicate the Mailing Address. 

The Senior Prescribing Authority 
must indicate agreement with 
Provider Responsibilities by 
checking each “Agree” box. 
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The Senior Prescribing Authority must 
electronically sign the South Carolina 
Immunization Registry Terms of Use by 
entering his/her email address. The Senior 
Prescribing Authority will also enter name, 
title, license number and review date.

 license number and date reviewed. 

 
The Senior Prescribing Authority 
must indicate if he/she can legally 
bind provider.  
 

If the Senior Prescribing Authority 
CAN legally bind provider, indicate 
YES and continue completing the 
form. If the answer is YES, the 
Legal Signature Authority section 
does not display. 
 

If the Senior Prescribing Authority 
CANNOT legally bind provider, 
indicate NO. The Legal Signature 
Authority section displays but 
fields are locked for Legal 
Signature Authority.  Senior 
Prescribing Authority must 
complete the remainder of the 
form. Later, the Senior Prescribing 
Authority will create an account 
for the Legal Signature Authority 
(page 9). 

 

 
 

If the Senior Prescribing Authority CAN legally bind the provider, the Senior 
Prescribing Authority may submit the form, if entirely completed. If submit is not 
activated, click on “Go to first incomplete entry”. 
 

If the Senior Prescribing Authority CANNOT legally bind the provider, the Senior 
Prescribing Authority may not submit the form. All information is saved. The 
form will be submitted by the Legal Signature Authority. 

The Senior Prescribing Authority 
must indicate if he/she can legally 
bind provider.  
 

If the Senior Prescribing Authority 
CAN legally bind provider, indicate 
YES and continue completing the 
form. If the answer is YES, the 
Legal Signature Authority section 
does not display. 
 

If the Senior Prescribing Authority 
CANNOT legally bind provider, 
indicate NO. The Legal Signature 
Authority section displays but 
fields are locked for Legal 
Signature Authority.  Senior 
Prescribing Authority must 
complete the remainder of the 
form. Later, the Senior Prescribing 
Authority will create an account 
for the Legal Signature Authority 
(page 7). 

 

The Senior 
Prescribing 
Authority must 
enter the contact 
person’s 
information. This 
person will serve 
as your facility’s 
primary contact 
for DHEC. 
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Direct Data Entry On-Boarding is complete if the Senior Prescribing Authority CAN legally bind 
provider. 
 

If Senior Prescribing Authority CANNOT legally bind provider, refer to Creating Legal Signature 
Authority Account section below. 

 

Creating Legal Signature Authority Account 
 
 
 

 

 

 

 

 

 
 
 
 
 

 

 

 

  

Click USER MAINTENANCE.  
 

ON-BOARDING STEP 2 
(IF NEEDED): 
 

To begin the Legal Signature 
Authority account creation,  
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Click on dropdown arrow.  
 

Click NEW.  
 

Then, select provider.  
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The Senior Prescribing Authority should have now completed all necessary documents for Direct Data 
Entry On-Boarding. If the Legal Signature Authority is unable to submit the South Carolina 
Immunization Registry Terms of Use, the Senior Prescribing Authority will need to login to SCI PAS to 
review the form for any omitted required fields. Go to page 2 for guidance for Navigating to Registry 
Status Tab section. 

For Legal Signature 
Authority (LSA), 
select LSA.  
 

Then, enter Legal 
Signature Authority’s 
information. 
 

     Click SAVE.  

The Legal Signature Authority will 
use the PIN for his/her temporary 
password at login.  Provide the Legal 
Signature Authority with this 
temporary password to login into SCI 
PAS to review the South Carolina 
Immunization Registry Terms of Use 
and sign electronically. 
 

Click LOGOUT. 
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Legal Signature Authority Login 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Legal Signature Authority will use his/her email address as the username and the temporary password 
(PIN) provided by the Senior Prescribing Authority to access SCI PAS to electronically sign the South Carolina 
Immunization Registry Terms of Use.  To access SCI PAS, please go to: 
 

https://www.scdhec.gov/scipas/ 
 

 

Immediately upon initial login, 
Legal Signature Authority is 
prompted to change password. 
 
Click OK. 

 

The Legal Signature Authority will 
enter his/her email address in the 
Username field and the temporary 
password provided by the Senior 
Prescribing Authority in the 
Password field. 
 

Click LOGIN.  

https://www.scdhec.gov/scipas/
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The Change button will not 
activate until the new password 
meets agency password 
requirements. 
 

When password has been entered 
twice and meets agency password 
requirements, click Change. 

 

 

First, enter the temporary password in the 
Current Password field. 
 

Enter New Password twice.  Password must be at 
least 8 characters long and include: 

 Uppercase letter 

 Lowercase letter 

 Symbol 

 Number (minimum of 2) 
 

 

Window appears confirming password 
changed.  Click OK. 
 

Keep your password documented in a safe 
and secure place! 
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Electronic Signature of Legal Signature Authority on South 

Carolina Immunization Registry Terms of Use, Form DHEC 0867 
 

 

 

 

 

 

 

 

 

 

 

After changing password, the SCI 
PAS Account Status screen will be 
displayed. Click on the REGISTRY 
STATUS tab. 
 

         Click on the Form DHEC 0867. 
 

The Legal Signature Authority 
must read the South Carolina 
Immunization Registry Terms of 
Use.  
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The Legal Signature Authority by 
entering his/her email address 
agrees with the South Carolina 
Immunization Registry Terms of 
Use previously electronically 
signed by the Senior Prescribing 
Authority. The Legal Signature 
Authority will also enter name, 
title and date reviewed. 

The Legal Signature Authority will 
click SUBMIT. If SUBMIT is 
inactive, the Senior Prescribing 
Authority will need to review the 
form for omitted required fields. 

The Legal Signature Authority should have now 
completed the necessary document for Direct Data 
Entry On-Boarding.  Click LOGOUT. 
 


